POLL WORKER h

INFORMATION SESSION



Election Day Tools
for Poll Workers

Info Session



In Today’s Session We Will:

e Review Election Day e Highlight situations
and key poll worker and special procedures
tasks you may encounter

e Share tools to help you
understand your tasks
and guide you in your
polling place



Outline of Election Day

6:15am POLL WORKERS ARRIVE REMEMBER
Every poll worker should arrive at
the polling place wearing a mask

6:30am-7:00am SET UP POLLS or face covering, or put one on
immediately upon arrival

6:30am Doors Unlocked

7:00am Polls Open
7:00am-8:00pm VOTING
8:00pm Polls Close

8:00pm-?? TAKE DOWN POLLS



First Task: Set Up Polling Place

Your space will have the

For setup, you need to...
following materials...

The Judge’s Box

Secured voting machines
Cleaning and disinfecting
supplies

Masks, gloves and other PPE
Supplies for physical distancing

Take the Oath of Office
Unpack supplies and post
sighage from Judge’s Box
Distribute responsibilities and
assign stations

Set up voting machines
Alphabetize tabs in poll books
and paper slip box

Establish physical distancing
lines and areas (6 ft apart)
Sanitize machines and surfaces



The Judge’s Box

Over 30 things are inside:

e Administrative sheets that
require signing by various
poll workers

e Signsto be posted

e Supplies for voters and poll
workers

e Materials for processing
voters

There are a lot of items in the
Judge’s Box and a limited
amount of time to distribute
materials and set up the polling
place.

WHICH BRINGS US
TO OUR FIRST TOOL!



Tool: Anatomy of a Judge's Box

A 12-page VISUAL GUIDE to the
30+ materials located in the
Judge’s Box

Uses
e Helpsyou locate the items you
need within the huge collection
of items
e Clarifies when you might need
each item and what they look
like

POLL WORKER\ .

TRA\NING&RESOURCES ****** *
f x *x X
Anatomy Of d__ St

re missing, call 215-686-1530

\f any of these materials al




Tool: Anatomy of a Judge's Box

L3
POLL WORKER
BEH\ ANATOMY OF A JUDGE'S BOX

TITLE & ACTION
Oath of Office
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Tool:
ol: Anatomy of a Judge’s Box

Oath of Office

- : :
| he first thing everyone must do
s take the Oath of Office.

¥ L
owever this piece of paper may

N
|O%tkkjce o.n top--you may have to
or it. With this guide, you

Kk
now what you're looking for

*x kX %
pOLL WORKER
s\ ANATOMY OF A JUDGE'S BOX

TRAINING & RESOURCE
TITLE & ACTION
0Oath of Office

Election Officers read th
the oath.

One Oath of office is place
in the No. 4 Envelope.

e Oath of Office, are sworn in and sign

din the No. 2 Envelope and another

et

ated.

Election Day payroll She

Each official must fill in form fields as indic

Signature required.

Two copies are returned to City Commissioners‘ Office. One
copy retained by Judge of Election.
payroll sheet should pe filled out at the end of the day.

Election payroll Envelope

Place white & yellow copies of payroll Sheet and Polling
Place Card (what is this) in this envelope and return to City

Comm'\ss'\oners' office.




T °
ool: Anatomy of a Judge's Box

?:pplies and Signage
ere i
e are ma.ny different signs that need
guiOIe|oosted in various locations. The )
ensures you ha .
. ve an exh i i

o xhaus

signs and where to place them el

Signage material envelope
Post all items BEFORE POLLS OPEN
he following:

Envelope includes t!
ncluded in envelope)

(confirm which signs aré i

sample Ballot

post inside and outside the polling place.
Bothin English and spanish.

Sign Types
e general voting info signs
e voter rights signs
[
language and ADA assistance

rohibitions and Penalties
mat s and

ructions Re: Voting Right

jon and Inst
ci

de facing out.

ficials'
ith English si
h side facing

de polling place W

Post
de polling place with Spanis|

Post a second oné insi
out.

It's helpful to h
| . ave a few folks w
posting sighage immediately e

Language lnterpretation services for

Voters
Post inside and outside the polling place.

Both in English and spanish.




Tool:

: Anatomy of a Judge’s Box
Exception - ADA signs

Not every location has a separate

ADA- .
e\l;_)A acce.55|ble entrance, so not
ery polling place will gét an

Accessible Entrance Sign

along with doorbell sign.

nce Sign
ACCESSIBLE
ENTRANCE post outside the polling place
s for locations with a separate ADA-

AVAILABLE

This will only pe in boxe
accessible entrance.

Access to the Election Process for
People with Disabilities in the
City of Philadelphia




Tool: Anatomy of a Judge's Box

Takeaways

e Know what'sin the Judge's Box so
you know what you need from the
box.

e Ultimately, the Judge is responsible
for the box, but it's helpful if all poll

workers know what's in it.
sing, call 215-686-1530

\f any of these materials are mis:

e Thisis a great check on your
knowledge. If you don't know what
each item is used for and how to use
it, that's a sign to review that material.
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Polling Place Stations

The layout of each polling place
will differ depending upon the
size and dimensions of the space
and the number of voters it is
designed to handle.

There are common roles and
tasks in each polling place and
specific areas where these are
completed.

It's helpful for poll workers to be
able to review the supplies,
roles, and procedures at the
different stations and to quickly
access relevant information to
make decisions on Election Day.

WHICH BRINGS US
TO OUR NEXT TOOLS!



Tool: Station Cards and Guides

A series of one-page guides
with instructions, key
reminders and procedures for |
each station in a polling place. = ’ f\

Uses
e Review before Election Day to
familiarize yourself with different
roles and procedures
e Confirm procedures and get
help making decisions in key
voting situations




Simplified Process Flow

STATION
3

Machine
STATION Inspector STATION

Check In Judge

STATION
2

Clerk



Active Voters: Check In » Voting Machines

STATION
3

Machine
STATION / Inspector STATION
—l
| 4

Check In Judge

STATION

Clerk




Other Voters: Check In 2 Provisional

STATION
3

Machine
Inspector STATION
> 4

Judge

STATION
! 1

Check In

STATION
2

Clerk



Let’s Start with Station 1: Check In

STATION
3

Machine
STATION Inspector STATION

Check In Judge

STATION
2

Clerk



Station May Be Divided Alphabetically

STATION
3

STATION

Machine
(A-L) Inspector STATION
Check In ll
STATION

l Judge

(M-2)

STATION
2

Clerk



Tool: Station Card

A
fo:::)tv\r,\iigptensl. at Station 1. The
ools hel i
fol . p navigate
o ae:::I I|n procedures andgensutrhee
that all vrc‘).ters can vote either on
chine or provisionally.

Tasks include:

: ghegk if voter in poll book
megﬂcﬁe if a voter can vote on th
L chine or provisionally )
: Ckr}equwed, check ID
eck [ '
: registration status

Check if correct polling place

VOTER SIGN-IN
SUPPLIES

+ Card Box w/ slips alphabetized

« Blank paper for tracking voter
number

3 Locate yoter's paper slip an umber
- 1fID required,verify \D first « Pens
- 0f Affirmation required, fill out Affirmation of Elector form (see side 2) + Poll Books
- |If Assistance is required, fill out Declaration of Assistance form (see side 2)

. Supplemental Poll Book Pages

4 Useslipto |ocate voter in the book + Mail-In Ballot List

5 Enter voter number and instruct voter to sign . Blank Ballots

6 Once voter has signed hand them their blank pallot and inform them that the g Map of division boundaries
Machine Inspector will direct them to a booth when one is available . QR Codes for voter polling placel

7 Cross yoter number offona separate piece of paper to keep the count reqistration lookup

« Smart phone (not provided)

1 H ted options: « Spoiled Ballot Stickers
al ways- ere are some sugges! ed options: . Spoiled Ba"ot En\[e[ope

Note that these steps can be done in sever:
splitting the steps option: Have one poll worker perform steps one through three. . Accepted forms of 1D list
Hand voter off toa second poll worker to complete the sign in. - Afﬁrmation Forms

« Assistance Forms

8 Hand paper slip to Clerk

Alphabetically splitting the voters: one poll worker takes one poll book AL and
correspcndinq paper slips while another takes the other poll book MZ and
corresponding slips.

Everybody has the right to vote on a PROVISIONAL ballot.

POLL WORKER NO EXCEPTIONS!

TRAINING & RESOURCES

pecial procedures = See side 2.




B Voter Slips BoxX

. Before voting begins, tabs should pe inserted to
a|phabetize.

One poll worker (usually Judge, Minority or Majority)
finds slip writes voter number and gives to poll worker
manning the poll book.

Ifaslipis missing but yoter isinthe poll pook, a slip may be
drawn up on paper.

Clerk uses slip to enter voter's info into No. 2&

No. 4 books.

Slips with numbers are set aside. Band them together and
put into the front of pox at the end of the night.



Tool: Voter Count Shee

The front has numbers 1-600
Th
e back has numbers 601-1200

J

pPOLL WORKER
TRAINING & RESOURCES \

1 51 101
2 52 102
3 53 103
4 54 104
S 55 105
6 56 106
7 57 107
8 58 108
9 59 109
10 60 110
11 61 111
12 62 112
13 63 113
14 64 114
15 65 115
16 66 116
17 87 T
18 68 118
19 68 119
20 70 120
21 71 121
22 72 122
23 73 123
24 74 124
25 75 125
26 76 126
27 77 127
28 78 128
29 79 129
30 80 130

81
82
83
84
85
an

131
132
133
134
135
136

151
152
153
154
155
156
157
158
159
160
161
162
163
164

166
167
168
169
170
171
172
173
174
175
176

178
179
180
181
182
183
184
185
186

210

251
252
253
254
255
256
257
258
259
260
261
262
263
264
265
266
267
268

270
27
272
273

275
276
277
278

280
281
282
283
284
285
286
287

310

319

361

371

381

401
402
403
404
405
406
407
408
409
410
411
412
413
414
415
416
47
418
419
420
421
422
423
424
425
426
427

429
430
431
432
433
434
435
436
437
AR

471

502
508
504
505
506
507
508
509
510
511
512
513
514
515
516
517
518
519
520
521
522
523
524
525
526
527
528
529

531
532
533

535
536
537
538



Tool: '
ool: Voting Procedure Flow

This flowchart i
artis aguidet
\ o
you navigate whether or nort‘:\lp

voter must co
mplete i
steps before voting additional

OR

If
they must vote provisionally
OR

Directed to thei
the .
place Ir correct polling

x * %
STATION

1

|S VOTER'S NAME LISTED IN poLL BOOK OR
SUPPLEMENTAL poLL BOOK PAGES?

YES

Are there any MESSAGES IN THE VOTER'S SIGNATURE BOX?

SEARCH FOR REGlSTRATION YES
STATUS: Recheck potl book and |s the voter's name listed in the MAIL-IN/ABSENTEE VOTER'S LIST?
supplemental sheets.
Was rsqistration found?

NO YES

NO
Voter Requested nNo Signature upffirmation
Mait-in or on File” Required”

. Use QR Code for Vat_er Absentee Ballot
Registration- Is voter registered?

1D Required” spffirmation &
first time voter 10 Requlred"
in the division l

Complete

Voter presents

NO YES Brought in Image of Inactive
unmarked voter's Voter. approved form Affirmation of
pallot and signature complete of ID Elector form
e QR Code for Polling envelopes could not be Affirmation of BEFORE signing and present
captured. Elector form the book and D before
voting.

Send Voter to
provisional i
Ballot voting.

station

pefore voting.

Us¢
Place. Right Polling Place?
Voter can vote.

send Voter to spoil ballot
provisional & allow

Ballot station machine

voting.

Go to Correct Polling Place send Voter to
or Provisional Ballot station Provisional
Ballot
station




Tool: Station Cards

'(I;ths; :cljuide gives you more
¢ | s on special procedu
or situations like: h

e \ot ' '
5 er arrives with mail-in ball
uter envelope o

° \éoter has voided ballot on
achine (spoiled ballots)

e \Voterin pollb
00 .
paper slip k but there is no

e Affirmation required

. .
Assistance required

L

OTER SIGN-IN \

GREETER | PAPER sLIPS /V
SPECIAL PROCEDURES
is entitled to turn in

mail-in pallot, including the envelopes the voter

ker before voting on machine.
with ngpoiled Ballot” sticke!

with an entirely unmarked
ave it canceled by @ poll wor
\f a voter has voided her ballot on the machine,

the spoiled pallot in spoiled pallot envelope-
ut is in the poll book, poll wor

If a voter arrives

their ballot and b
r, then place

you must provide them

kers can create a slip for that voter on [WELLS

|f voter's name ijsnotona paper slipb

paper.

d allow voter to

e's folder an
r observes.

the purple Judg
hile a pollworke

d." locate the Affirmation of Elector form in
gn section C W

t out. Voter must fill out section A of B then si

1f uaffirmation require!
{eted form can be place

step out of line to fill i

Pollworker

|f assistance is required and need is NOT indicated in the poll book, loc
t and sign the form. Judge and

's folder. Voter must fill ou
leted form goes pack in the Judge's Box
d reason for assistance is entered into the Record of Assist

and voter's name: assistant an
stapled to the front of the #2 envelope

ation form in

ate the Assistance Declar:
t sign before

person assisting yoter mus

ance

*x Kk X
oLL WORKER

TRAINING & RESOURCES



Tool: Polling Place and Registration Lookup

This tool allows voters to
quickly look up (with a

smart phone to input your

if you're in t

smartphone camera) their

address to see

polling place or if they are
registered to vote.

A copy should be at Station 1
and OUtSide a pOIIing place UseaQRCodereader appor\vw{:{;‘:{ﬁ:k\;gaf:eo;il;s:l:t;’::;tatus.
where voters line up.

Date of Birth of Driver's License

This will also be available in
Spanish.




Tool: Acceptable Forms of ID

S Si
“ID Required™ ghature box says

the person is voting in the

Division fo ,
r the first ti
m
they must provide ¢ and
identification.

Use this guid
e to determi
acceptable forms of ID bI:tT\

h
photo and non-photo options

If a voter's signature pox says =D Require

APPROVED FORMS OF PHOTO

|DENT|FICATION (must be valid):

« PA Driver's License or 1D card issued by PennDOT

. |Dissued by u.Ss. Government

. |D issued by any Commonwealth of pennsylvania
Agency

« US. passport

\f the first-time yoter does not have any of the above
forms of approved photo identification: then the voter
may provide any of the following approved forms of
non-photo identification.

OoLL WORKER

TRAINING & RESOURCES

Division for the first time since registering at their address. Federal and S
first time yoters provide identification pefore voting. The voter must provide one of the
following approved forms of identification BEFORE signing the poll pook:

x *x %

STATION

en this person is voting in the
tate laws require that

APPROVED FORMS OF NON-PHOTO |
lDENTIFlCATlON (must include the yoter's name
and address of reqistration):
« Voter Reqistration card issued by the Voter
Registration office
. Non-Photo 1D issued by the Commonwealth of
pennsylvania
. Non-Photo 1D issued by the us. Government
. Current bank statement
. Current utility bill
« current paycheck
. Govemment check
o Firearm permit
.+ U.S. Armed Forces 1D
. Student 1D
. Employee 1D




Paper Slips Move to Station 2

STATION
3

Machine
Inspector

STATION
2

STATION
! 1

Check In

STATION
4

Judge

Clerk



Tool: Station Cards

The Poll Work
ers from Stati
LCheck Ip) will hand the vottlgr] 1
aper Slip to the Clerk at "
Station 2

T

pge Cler!( at Station 2 uses the

P f:r Slip to record voter nam
e Yellow “2 and 4 Books” ©

dO(:her tasks include
cumenting Ab

cul sen

Mail-in Ballots tee and

3 Atthe end of t!
of the book [ne

4 Ifa pol\watcher with a
permitted to view the
PRESENT

ed to verify accor

dling the slip box.

Absente

valid poll watch
2and 4 books W

ding to new laws]
er certificate red

SUPPLIES

o Yellow 2 and 4 books

arty in the 2 and 4 pbooks
« Pens
« Absentee List

e and Mail-In voters in the back )
« Mail-in List

uests, they are
hen NO VOTERS ARE

nd Mail-in

rocedure - document Absentee @
pack of book

special P
yoters in




L] . kS

PLAGE IN No. 2 ENVELOPE
WARD DIVISION

GENERAL ELECTION AND
SPECIAL ELECTION
(IF ANY)

Where Voting Machines Are used

LIST OF VOTERS
and Party Enroliment
nco 5 2019

JUDGE’S ENVELOPE No. 2

And returned to the office of the
COUNTY BOARD OF ELECTIONS
jew Place

pring Garden St

List of \Voters Yellow Book
(No. 2 & No. 4)

For machine cast ballots: record yoter's name, party abliation
and Admission Number (order of voting) in BOTH books.

For Provisional pallots:

write the yoters name and 'PROV'

instead of a number in the pack of BOTH pooks.
Add absentee (AB) and mail-in (M1) yoter names to the back

of both pooks at the end
The information in these

At close, place #2 book
the #4 envelope.

of the day.
books should be identical.
in the #2 envelope and the #4 pook in




Active Voters Move to Voting Machines

STATION
3

Machine
Inspector

STATION
! 1

STATION
4

Check In Judge

STATION

Clerk



Tool: Station Card

T [ ]
he Machine Inspector:
([ J
Sets up the voting machines
e Directs voters to machines

e Providesin [
. struction fro
outside the machine "

e [EnNsuresno
. voter acciden
leaves without having el
completed their vote

e (Cets assistance if needed

e Takes down the machine

. Lead Set-Up of Machin
er to correct machine.

de the voting machine on how to use the

« Direct signed-in vot

« Instruct voter from outsi
machine

« Ensure that no yoter leaves the polling pla
their vote {use lights to know when someone i

ce without having completed
s done yoting)

« Lead take-down of
separate instructions

0 pm and anyone already in line

Note: Polls close at 8:0
o vote.

by 8:00 pm is allowed t

POLL WORKER

TRAINING & RESOURCES



Tool: Station Card

The judgeisi

: is involved in m

a

voting process. It's normal tgynzaergsthfthe
o)

consult the jud .
the day. judge many times throughout

If You Aren’t the Judge

L
You may need a judge’s si ROVISIONAL AREA
sighature

e Youmayn ; SUPPLIES
Y ee d a _J u d g e's h e | . Judge's area can be set up after the polls are open- . Judge's Box
p . Judge assigns and can ill in for any role throughout the day ° J‘\“s:?:t';“bclg‘:fer;:r“;?g:gq

and should assist at the table when lines are excessive.

Yo
u may need something from the

1 ’ ‘Affirmation of Electors:
.J u g e S b O « Judge must pe available to sign assistance forms, provisional pallots, repair forms Challenge Affidavits & receipts
X and other paperwork as needed and HAVA statements

« Provisional Ballots

« Judge assists with “line manaqemen!“ - checking in with voters as they wait in line
and making sure they are registered and are at the right polling place « Pens
« City-issued cell phone
o . . . . . « Extraand unused materials
« Judgeis pnmary person _responsmlle for ensgrlnq therelus no _e\ectloneermq and . (not provided) privacy barrier
that everyone in the polling place is allowed in at any given time. for voters filling out

« Judge calls emergency numbers when there is an issue

If You Are the Judge

. Judge must assign breaks to other poll workers as the day allows. provisionals
« Table
« Chairs

« Judge should assign @ poll worker to stand at the end of the line at 8:00 pm to
turn away any voters that arrive AFTER polls close.

Can be ha
ST membe
responsibilities and SUIOIOIiFeasll your

« After close Judge must return the Judge's Box to Delaware and Spring Garden.

Note: If @ voter requests assistance, any member of the Board
pPOLL WQRKER of Elections can assist the voter in the booth EXCEPT the
TRAINING & RESOURCES Judge of Elections.




Scenarios and Special Procedures

A few special situations to
review before Election Day

Provisional Ballots

Spoiling Ballots
(Mail-in, Absentee,
Machine)

Affirmation Required

Assistance Required



Spoiling a Mail In/Absentee Ballot

Voters who applied and received mail-in Required Statement:
or absentee ballots may vote on the
machine if: 'l hereby declare that | am a qualified
- They give their their ballot and registered elector who has obtained an
return envelope to the judge of absentee ballot or mail-in ballot, and
elections that instead | remitted my absentee or
- Signs a statement requesting that mail-in ballot to the the judge of
the ballot be spoiled elections at my polling place to be
- The ballot can be ‘clean’ or filled in. spoiled and therefore request that my

absentee or mail-in ballot be voided’
If they do not bring in the ballot and/or
envelope, they are allowed to vote
provisionally.



Provisional Voters Go To Judge’s Station

STATION
3

Machine
Inspector STATION

Judge

STATION
: |
Check In
STATION

Clerk




VOTING PROCEDURE FLOW

IS VOTER'S NAME LISTED IN POLL BOOK OR
SUPPLEMENTAL POLL BOOK PAGES?

@

SEARCH FOR REGISTRATION
STATUS: Recheck poll book and
supplemental sheets.

Was registration found?

Remember the Voting Procedure Flow Tool

STATION

A

Are there any MESSAGES IN THE VOTER'S SIGNATURE BOX?

Is the voter's name listed in the MAIL-IN/ABSENTEE VOTER'S LIST?

o

?

3

i

Go to Correct Polling Place
or Provisional Ballot station

Send Voter to
Provisional
Ballot
station

Send Voter to Spoil ballot
Provisional & allow
Ballot station machine
voting.

POLL WORKER

TRAINING & RESOURCES

ACTIVE Voter Requested “No Signature “Affirmation *1D Required” “Affirmation &
Mail-in or on File” Required” first time voter ID Required”
Use QR Code for Voter VOTER KbsentoeBaiiok 9 ofhe oo 9
Registration. Is voter registered? l l l
Brought in Image of Inactive Voter presents Complete
unmarked voter's Voter. approved form Affirmation of
ballot and signature Complete of ID Elector form
Send Voter to Use QR Code for Polling envelopes could not be Affirmation of BEFORE signing and present
Provisional Place. Right Polling Place? captured. Elector form the book and ID before
Ballot Voter can vote. before voting. voting. voting.
station




Administering a Provisional Ballot

During a normal election, Situations where a Provisional
administering a provisional ballot Ballot is needed include:

is fairly rare. But given the e \oteris notin poll book or
increased circulation of mail-in supplemental poll book

ballots, it will be more common e \oter is not at correct polling
this election. place and does not want to go to

correct polling place

. . . e \oter requested mail-in or
Steps for Administering a absentee ballot, but has not

Provisional . brought the ballot and
e There are many and it declaration envelope to the
requires more than just you polling place to void



Tool: ISI
Provisional Ballot Procedure Card

Document

s all the suppli

: pplies
tep§ peeded to administe e
provisional ballot. e

Include

S

iNn case d phOhe NnumMmber to call OLL WORKER SUPPLIES
you have questions

1. Enter the yoter's name into the back of the Number 2 and Number 4 Books writing “PROV" « Provisional Ballot Packages
instead of an admission number (Clerk).

One (1) Secrecy Envelope
2. Give the voter BOTHa Provisional Ballot pPackage and a Provisiona! Ballot (Judge of one (1) Provisional Ballot
Elections). Affidavit Envelope B

3. Witness proper completion of Section #1 of the provisional Ballot Affidavit Envelope B one (1) Provisional Ballot
(Both Judge of Elections and Minority Inspector) Instruction Card (white)
4. Complete Section #2 of the provisional Ballot Affidavit Envelope B BEFORE the pallot is one (O Provisional Ballot
marked by the voter (Judge of Elections and Minority Inspector) Receipt
5. Complete the provisional Ballot in private following the instruction card. Ballot must be One (1) Pen
sealed in the secrecy Envelope and the Secrecy Envelope sealed in the Provisional Ballot provisional Ballots (white
Affidavit Envelope B (Voten). paper with a green stripe
6. The voter returns the Provisional Ballot Affidavit Envelop B to the Election Board official near the top)
table and signs and dates section #4 in the presence of the Judge of Elections of Inspector. One (1 provisional Voting
NOTE: The Judge of Elections MUST check to make certain the voter has completed all Return Envelope Cc
information, and signed both section #1 and Section #4 of the Provisiona\ Voter Affidavit
Envelope B.

7. Affix the Ballot \dentification Number to the provisional Ballot Envelope to the bottom right
hand corner of Provisional Voter Affidavit Envelope B (Judge of Elections).

8. Provide the voter with a receipt noting the website and phone number for tracking status of
the ballot (Judge of Elections).

9. Place the voted Provisiona\ Ballot in Provisional Voting Return Envelope G

If you have questions about
Provisional Voting or are
POLL w running low on Provisional

TRA\N(NG & RESOURCF_S Ballots on Election DaY: call
215-636-\530.







Thank You!



